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TRSPRUCTTONS

This general records control sehedule is issued by the CS Support Records
Comaittee to provide filing and disposition standards for records common to the
C8 Support Staffs. !Hmaestm&uﬁsmphto%maﬁsﬂmﬂbadmﬁluao:
whare they are filed orgaplsationally in the Staff.

ItiaMWiMOIlewmwew‘wmm
records described therein. The nuaber of diffexent Piles in a Staff will vary
with the sive and function of the Area Division or Senlor Staff.

mmmummfmmm«morapmuﬂmwm
organizational elements responsibile for these functions. For this reason,
thm&armﬂﬂm&i&wﬂnditﬂlmhumcumlm,“
"Fpendo Files" and "Chrono Files."

Any questions concerning the interpretation of instructions in this schedule
should be referred to your records officer.

::7 .ﬁ,
H
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JONTLUISTRATIVE ATC0EDS

“ecords Maintained by Chiefs of DD/P Support Staffs

Zeeommended Sisposition

Description Method of Filiug Instructions

1. Staff “ubject Files
These files ordinarily consist of By subject {I: ececordance Jestroy after 2 years.
correspondence, memos, reports, with Break files anaually; 25X1
dispatehes and cables, relating hold 1 year then destroy.
to the overall sdministration of
Division or Staff support responsibil-
ities. Contents of the file relste largely
to the implementation of established policy
and procedures. The subject matter of the
files varies but relates commonly to budget,
fiseal, logiastics, security, personnel and
training functions.

2. BStation Files
Consists of copies of in and out dis- Alphabetically by Segtroy aftter 2 years.
patehes and csbles relating to support station anvd chrono- Breek files ansually; acld
matters such ag housing, security and logically thereunder. 1 year then destroy.
medical services at Statlions.

3. Iopeator Cards
These are TH! cards prepared by Alphsbetically. Digpose of in sceordance
Office of lMersonnel for each with instructions printed
employee. Cardas bear business thereon.

and home address.

o
B
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Deseription

fecomuended
Hethod of F:Llug

Sigposition
Instruetions

b4,

A® 1]
.

Psewdo Files

Qrdinerily coasist of cross

refersnced card files of true

nemes, pseudos and crypts.

Administrative Issuances

These Tiles consist of copies
of Agency regulatiocns, notlces,
handbooks, and other internel or

external issuances relating to the
administration of support functions.

Chrono Flles

These files consist of extra copies of
in and cut cables and dispatches, and
copies of outgoing correspondence

originating in the Office.

files are maintained for convenience

of reference.

a. (ables and Tispatches

b. Correspondence

Such

Alphabetlically and
numerically.

By subject.

Chronologically.

Chronologically.
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Upon separation,
termination or transfer
place card in inactive
file; hold 1 year then
destroy.

Destroy when superseded
or obsolete.

Sestroy after G months.
Uainteln 6 months level;
thereafter destrgy
earlisst month upon
£iling latest wonth.

Destroy after 2 years.
Bresk files annually;
hold 1 year then destroy.
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Fecomuended Disposition
seseription lethod of Filiag Instructions
T. wail Control becords

a. TS loge Numerieally by 23 Disposal not

b. Secret and below logs

¢. MAbstract Slips

aumber.

By type and chronclog-
ically thereunder.

By source d/or
numerically.

authorized by this
schedule.

Degtroy after 2 years.
Bresk file anmually;
hold 1 year zid destroy

Ssme as sbove.
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PERSONNEL. RECORDS
Maintained by Fersonnel Sections, DD/P Support Staffs

Reconmended Disposition
Description _ Method of Filing Instructions

8. Personnel Folders (Soft)

a. SI::? Eaployees nm:l S::rf Agents . Alphabetically Destroy after
vidual personn lders maine gepara
tained for employees of the Senior tlon or transter
Staffs or Arvea Divisions. Filed
here are copies of papers document-
ing all personnel actions affecting the
individual. Also pregent are coples
of fituess reports, and correspondence,
cables and dispetches pertaining to
assignment., training, processing end
travel of the employee. NNo official
personnel records e
these folders. 2ol

b. Contrect Employees.

These files ordinarily contein e Alphabetically
copy of the contrasct along with

coples of instructions, reports,

correspondence, dispatches snd

cables pertaining to the employee

and status of his contract.

1. Type A employees Upon termination screen
out and destroy duplicate
materisl and transfar
to Contract Personnel
Division, OP,

o
w
= B w:\

-
5

B

Approved For Release 2006/06/08 : CIA-RDP70-00211R0008002920025-4



o - Approved For Release 2006/06/08 : CIA-RDP70-00211R000800290025-4

Degeription

Recomsended
Method of Filing

Disposition
Instructions

2, All Cthers

9. Pseudo Files .

A crogas referenced card file
of pseudos, crypts and true

10. TO Files

Congists of records relating to the
staffing pattern such as coples of
wonthly TO reports; TO change
dithbri zatiohl - Geaning tables and
IB listings of employees by grade
and date of grade.

11. Persoovel Card Files

a. Employee Records Cards (Form
oF 4n).

A card is maintained for esch
employee., Hotetions of a1l
personnel actions and ecompleted
training are posted to this forwm.

Alphabetically

By subject

By organization and grade
thereunder,

Upon termination

sereen oul and destroy
duplicate materisl.

Flace folder in

inactive file; bresk file
anrgally; bold for 3 year
then transfer to Records
Center. Digpose of at
Eecords Center in sceor-
dance with Genersl Rscords
Schedule 1, Appendix B,
Title 3, FPederal Resords.

Upon separation,
termination or transfer
place cards in inactive
file; hold 1 year and
destroy.

Destroy when superseded
or obsolete.

Upon intra-agency transfer
forward card to gaining
office. Destroy on

separation or termination.
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Deseription
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RW

v Digposition
Nethod of Filing Instructions

b. Pogition Inventory Files.

These files are ordinerily
maintained on SF Td along
with OF kb sbove. They

Seme as above.

. locator Cards. These are
T caxds furnished by Office
of Personnel for esch smployee,
The carde bear home and office
aldresses and phone numbers.

d. ALl other card files and forme
used ag alds in
actions affecting individual
eaployees. Such files may
relate to travel, elearance,

Alpbsbetically.

Yot spplicable

These are sdwinistrative refersuce files By sub, e
Win%&mm‘mm uthlﬂr&dm
persounel support functions. Included in

the files are copies of directives and

rocadural instructions sz wall-as

eorrespondence v
Patches. This muierial relsies to such
subjects as TOs; yosition descriptioms;
%mmﬁ; rmm"‘“ __“"'“; VI ”mi";
recruitment, promotions; and other matters
pertaining to persounel sdministration.

Ordinarily correspondence with
hl;lg’ ?&her Headguarters cmmlﬁ

Destroy on csncellation
of poeition.
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Degeription
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recomended
lethod of Filing

Jisposition
Instruetions

13.

1.

Chrono Files

These files consists of extra copies
of in aud out cables and dispatehes,
and eopies of oubtgoing correspondence
originating in the Seection. Sueh files
are maintained for convenience of

reference.
8. Cables and Dispatches Chronologically.
b. Correspondence Chronologically.

Mministrative Issuances

These files congist of coples of , By subject.
Ageucy regulations, notlices, hand-

books, end other internal or external

issuseces relsating to the administra-

tion of the personnel function.

YMail Control GHecords

a. T2 logs Bumerically by T8 number.

b, Secret and below logs By type and chronclogically
thereunder.

c¢. Abstract Slips By souree and/or numericelly.

CIGRET
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Testroy after 5 months.
Haintain 6 MYonths level;
thereafter destroy
earliest month upon
f1ling latest month.

Destroy after 2 years.
Preak files annually;
hold 1 year ther destroy.

Destroy when superseded
or obsolete.

Digposal not authorized
by this schedule.

Tegtroy after 2 years.
Break file annually;
kold 1 year and destroy.

Seme as sbove.
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Jeseription

et e T
GURITIY R0 LN05

scurity Section, I/ Support Statfs

alvtadned by 8

Hecommended Zisposition
tiethod of Filing Instructlons

-
VI

AT.

19,

deection Subjeet Flles

A file of eogrespondence; reports;
coples of dispatches and cables;

axd copies of internsl and externsl
igsuances and instruetions pertaining
to seeurity elearances and the general
adminigtration of the security support
function. Ordinarily correspondeunce
with Yranches and other leasdquerters
components 1s filed here.

Cover Flles

Congibte of cards or other forms baaring
nesse of individual, kind of cover and
date of eover. :

Tlearance Files

hese filep are used as & comtrol
over status of clearsaces reguested
from 05. Consists of cards or other
forms hesring neme of individual, date
of request, and type of clearance.

Chrono Files

Thege Piles consist of extra copies
of in and out cebles and dispatches,

and copdes of outgoing correspondence
originating in the Section. Such files
are meintained for convenience of

reference.

By subjeet {In Destroy after 2 years.
aceordsnce with Break flles annually;
U5 h3=330-1) hold 1 year then destroy.

Alphsbetically. Deptroy after transfer
or separation.

Alphsbetically Destroy after clearence
is granted.

e}

I

il

7D
i
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Gecomended Tispositio.
Jeperlobic ilethod of Piling Iastructions
a. Usziles and Dispetehes Chronologicelly. Jestroy after ¢ mounths.

Maintain £ mouths level;
therealfter destroy
earliest month upoun
filing lateat wmonth.

b. Correspondence Chronclogically. Destray af'ter 2 years.
Bresk iiles anmislly;
hold 1 year then destrov,

2. Mministrative Issuances

Thege files consist of copies of By subjeet. Destroy vhen superseded
Agency reguletions, notices, heand- or ohsglete.

books, and other Anternal or externsl

issuances relating to the aduinistrction

of the gecurity function.

2l. #ail Contrcl Records

8. TS Logs Humerieglly by T8 Dicposal not amthorized
masher, by this sehedule.
b. Seerct and below logs. 3y %ype zni chronolog- Destroy after 2 years.
ieally thereunder, Breek file anvnuslly;
hold 1 year =nd destrey.
c. Abstract Slipe By source audi/or Same 25 chove.
aumericzlly.
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FISCAL RECCRDS
Maintained by B&F Offices, DD/P Support Staffs
. Recommended Disposition
Description Methods of Filing Inaﬁructions
22. Budget Files

23.

These files ordinarily include coples of

By fiscal year

instructions, narrative and statistical
statements of requirements, copies of
operational programs, preliminary esti-

mates, office estimates, copies of budg-
et presentations and related work papers.
These are files that accumulste during

the process of preparing Staff end Divi-
sion budget presentations for the Budget
bivision, Office of the Comptroller.

Allotment Files

8.

b.

Co

Copies of adviees for Head-
quarters and the Field.

"Blue Chip” coples of advices.

Allotment control ledgers show-
ing obligations, expenditures and status

of allotments.

Status of Allotments.

distributed to Branches an

S

.

These

pared montaly and for-
. Copies are
warded to Finance Divisiond meprield-

Aljotment Record Carde Dnta

Approved For Release 2006/06/08 : CIA-RDP70-00211R000800290025-4

concerning current status of allotments
are posted to these cards.

By fiseal year and allotment
account number thereunder.

By fiscal year.

By fiscal year and country
and/or station thereunder.

By fiscal year and monthly
thereunder.

By country and allotment num-
ber thereunder.

Destroy after 3 fiscal
years. Break files
annually; hold for two
years, then destroy.

Destroy after 3 fisecal
years. Break Tiles an-

nually: hold for two
years, then destroy.
Bame as above.

Seme as above.

Same as above.

Samwe as above.
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Recommended

Disposition
Description Method of Piling Instructicns
24, Obligetion Files By fiscal year and allotment Same as above

nupber thereunder.
a. Consists of copies of obligstion
documents such as requisitions, travel
orders, requests for paymepis and advances
and related vouchers and supporting docu-
ments used in accounting for expenditures.

b. Other copies of cbligation docu-
ments such as requisitions and travel or-
ders maintained sclely for convenience of

Conform to office practice. Destroy when no lounger

needed for reference.

reference.
25. Pinance Division General Ledger Runs By fisecal year. Destroy after 3 fiscal
years. Break files an-
These are monthly IBM runs fur- nually; hold 2 years,
nished by the Office of the Comptroller then destroy.
showing expenditures, property issues
and cost listings. Used in reconcilia-
tion of aecounts.
26. Payrolls
These are copies of IBM runs fur- By fiscal year and sllotment Destroy at the end of
nished ecach pay period by the Office of number and pay period there- fiscal year.
the Comptroller. under .
27. Project Accounting Piles By allotment account number. Destroy 1 year after
termination. Place
Contains copies of project author- terminated projects in
izations end correspondence dlspatches, inagtive file; hold
cables and related papers pertaining to 1l year and destroy.
the administration of project funds.
28. station Filss {Couniry Files)

Consists of correspondence and copies of
in and ocut cables relating to the admine
istration of fiscal affairs at field
stations.

Approved For Release 2006/06/08 : CIA-RDP70-00211R000800290025-4

By fiscal yeer and thereunder
by country and/or station

Destroy after 3 fiscal
years. Break files ane-

nually; bold 3 years,
then destroy.



Description
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Recommended
Method of Filing

Disposition
Instructions

29.

30.

31.

Station Accountings

These sre monthly accountings reeeived
from the Field in duplicate. Origi-
nals are Porwarded to Finance Divisien.

Pseudo Files

Ordinarily consists of cross-referenced
card files and true nemes, pseudos and
crypts. File includes Staff employees
and agents as well as consgultants and
contract employees.

Personnel Piles (B&F)

Folders contaln copies of fitness re-
ports, perscnnel actions and promotion
recomyendations for each Budget and
Piscal employee.

Subject Piles

A general file of correspondence, re-
ports; memos; copiles of instructions
and internal lssusnces relating to ad-
ninistration of the fipance support
function at Headquarters and in the
field as well as those of the Bection.
Ordinarily correspondence with Branches
and other Headquarters components is
filed here.

By fiscal year and thereunder
by country and/or station.

{In some Staffs where the vol-
ume is small, it is feasible
to Tile them in the Station
¥iles sbove.)

Alphabetically and numerically.

Alphabetically.

By subject
(In accordance with HB 43-330-1)

Same &&5 above.

Upon separation, ter-
mination or transfer
place ¢ard in lnactive
file; bold for 1 year,
then destroy.

Destroy upon sepera-
tion or itransfer of
individual.

Destroy after 2 fiscal
years. Break files at
end of each year; hold
for 1 year and destroy.
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Beseription

Recommended
Method of Filing

e - Approved-For-Release-2006/06/08+ GIA-RDP70-002 T1R0O00800290025-4  ~ =~~~ T T T T

Dispesition
Instructions v

33.

3h‘n

35.

36.

37.

Imprest Pumd Files By month.
Consists of copies of monthly account-

ings made Yo Finance Division and let-

ters of instructions suthorizing expendi-

tures of funds.

Overtime Files

Contains requests for overtime and re-
ports of overtime worked.

By pay period.

Esployee Accountings Files By fiscal year and alpha-
betically thereunder.
These files are maintained to record

requests for advances; payment of al-

lowsnces; accountings; travel orders

and other finsncial transactions af-

fecting individuals. $Such files are

ordinarily maintained on eards or in

folders containing extra eopies of cb-

ligation documents and cover Staff em-

ployees, Staff agents and contract em-

ployees.

Adminigtrative Issuances

Thease files consist of copies of Agency
Regulations, Motices, Handbooks and
other internal or external issuances
relating to the administration of the
budget and fiscal functionm.

By subject.

Chrono Files

These files consist of extra copies of
in and out csbles and dispatches, and
copies of outgoing correspondence origi-
nating in the Section. Such files are

Destroy after audit and
glearance.

bestroy after 1 fiseal
:’ aa: L]

Pestroy when no longer
needed for reference.

Do not retain after
separation, termination,
or transfer.

Destroy when superseded
or obsolete.

Approved For Release 2006/06/08 : CIA-RDP70-00211R000800290025-4



-..Approved For Release 2006/06/08 : CIA-RDP70-00211R000800290025-4

Recommended Blsposition
Description Method of Filing Instructions
maintained for convenience of reference.
&. Cables and Dispatches Chronologically Destroy after 6 months.

Maintain 6 months level;
thereefter destroy
earliest month upon £il-
ing latest month.

b. Correspondence Chronologically Deatroy after 2 fiscal
years, Break files an-
nually; hold 1 year,

then destroy.
38. Mail Control Records

8. T8 loge Numerically by T8 number. Disposal not authorized
by this schedule.

b, 8ecret and below logs By type and chronologically Destroy after 2 years.

thereunder Break file annually;

hold 1 year and then
destroy.

€. Abstract Slips By source and/or numerically Same az above.
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LOGISTICS RECORDE
Maintained by Logistics Sections, DD/P Support Staffs

Description

Recommended
Method of Filing

Disposition
Instructions

39.

Country Files (Station Piles)

These files contain correspondence,
reports and copies of cables and
dispatches relating to the adminis-
tration of support functions for
stations and projects.

By country snd/or
station and project
thereunder.

Destroy after 3 years.
Breask files annually;
hold 2 years then destroy

40. TVA Files
Contains table of vehicular By country and/or Destroy when super-
allowance for stations and station and project geded or canceled.
projects. Included are copies thereunder.
of justifications and authorizations.

41. Requisition Files

a.[::::::]Requisitiona

Consists of copies of field

requisitions and shipping
documents furnished by the
office of logistics.

b. Heaﬂqparters Requisitions
@opies of requisitions prepared

by the Section for Headquarters
and field.

Approved For Release 2006/06/08 : CIA-RDP70-00211R000800290025-4

Kumerically by Station
allotment number.

Humerically by requisition
number

25%1

Degtroy after 2 years.
Break files annually;
hold 1 year then destroy.

Same &8 above.
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Pescription

Recommended
Method of Piling

Disposition
Instructions 7

k2,

h-3 .

b5,

MR Files

a. 8igned copies of memorandum
receipts for nopn-expendsbie
property.

b. Copies of Consolidated Memorandum
Receipt listings {TBM) furnished
by Office of Logistics.

Catalogs

Copies of Pedersl Supply Service,
Agency, and private manufacturers
estaloge for supplies and equipment.

Property Card File

These cards are used to control
issue and stock levels of non-
expendable items. Shows to whom
item iz charged and where and
balance on hand.

Administrstive lssuances

These files consist of capies of
Agency regulations, notices,
handbooks, and other interpal

or external issusnces relating to
the administration of logistics
functions.
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Alphabetieally by name.

Alphabetically by station.

By subject.

Alphsbetically by nsme
of equipment.

By subject.

Destroy after turn in
of property.

Destroy when superseded.

Destroy when superseded
or cbhsolete.

Destroy cards with zexo
balance alter confivmation
by CMR report.(item 42b)

Deatroy when superseded
or obsolete.



Deseription

Recommended

Method of Filing
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Pispoaition
Instructions

k6.

L7,

Section Subject Files

A general Tile of correspondence, By subject
reports; coples of cables apd dis- {In accordance with
patches; copies of imstructions HB 43-330-1)

and internal issuances relating

to administration of logistics
support functions at Headquarters

and ip the field as well as those

of the Section. Ordinarily corres-
pondence with Branches end cther
Headquarters components is filed here.

Chrono Files

These files consist of extra coples
of in and out cables and dispatches
and copies of outgoing correspondence
originating in the Section. Such
files are maintained for convenience
of reference.

a. {ebles and Dispatches Chronclogically

b. Correspondence Chronologically

Approved For Release 2006/06/08 CIA-RDPv'/V’O-O(VJZ’I 1 R000800290025-4

Destroy after 2 years.
Break files annually;
hold 1 year then destroy.

Destroy after 6 months.
Maintain & months level;
thereafter destroy earli-
est month upon filing
latest month.

Destroy after 2 years.
Break files annually;
hold 1 year then destroy.
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Recormended :
Deseription Method of Filing ?i:ﬁ:é:ﬁ;a
48. Mail Control Records
a’
TS logs ngically by T8 Dispossal not authorized
number . by this sehedunle,
b. Secret and below logs. By type and chronologically Destroy after 2 years.
thereunder. Break file annually; hold

1 year then destroy.

¢. Abstract Slips By source and/or Bame as above,
mumerically thereunder.
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REGISTRY RECORDS, DD/P SUPPORT STAFFS

Recommended Ddsposition
Description Method of Piling Instruetions
L9, Ceble Files
Copies of in & out cables. By source and/or Destroy after 1 year.
chronologically. ¥eintain 12 month level;

thereafter destroy esrli-
est month upon filing

latest month.
50. Dispatch Files
Coples of incoming or cutgoing By source and/or Same as above.
dispatches. dispateh nunber.
51. Pseudo Files
Consists of cross referenced card Alphabetically and Upon sepsration, termina-
files of pseudos, true names and numerically. tion or transfer place
cryptse. card in inagtive file;
hold for 1 year then des~-
52. MAdwinistrative Issuances troy.
Thegse files consist of copies of By subject. Destroy when superseded oF
Agency regulations, notices, hand~ obsolete.
books, and other internal or external
issuances relating to the administra-
tion of the registry function.
53. Mail Control Records
a. TS logs Rumerically by TS Disposal not authorized
number. by this schedule.
b, Becret and below logs. By type & chronologiecally Destroy after 2 years.
thereunder. Break file annually; hold

1 year & destroy.

¢. Abstract Slips By source a.nd/ox' numerically. Bame as above.
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RECORDS MANAGEMENT PROGRAM

RECORDS CONTROL SCHEDULE
FOR THE

CS SUPPCRT STAFTS

FORM NO.
1 Jur 55 738 (a1)

Approved For Release 2006/06/08 : CIA-RDP70-00211R000800290025-4



